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Chapter 4

Managing Expenses

Objectives

After completing this chapter, you should be able to:
e Set up vendors in the Vendor List (page 98)
e Understand how to use classes in QuickBooks (page 103)
s Use QuickBooks for job costing (page 103)
¢ Enter expense transactions in several different ways (page 105)
« Manage accounts payable transactions (page 110)
s Print checks (page 118)
« Void checks (page 122)
e Create and apply vendor credits (page 125)
e Track credit card charges and payments (page 128)
s Pay sales tax (page 131)
e Create reports about vendor transactions (page 133)

Restore this File

This chapter uses Expenses-12.QBW. To open this file, restore the Expenses-
12.QBM file to your hard disk. See page 8 for instructions on restoring files. If
you are using QuickBooks Premier Accountant, we recommend that you toggle
to QuickBooks Premier General Business as described on page x.

In this chapter, we will discuss several ways to track your company’s expenditures and
vendors. We will start by adding vendors to your file, and then discuss several methods of
paying them. In addition, this chapter shows you how to track expenses by job.

Entering Expenses in QuickBooks

QuickBooks provides several tools to help you track and manage the expenses in your
business. These tools allow you to track your expenses in detail so that you can create
extensive reports that help you manage your vendor relationships and control the costs in
your business.

The Process of Entering Expenses in QuickBooks

The Vendors section of the Home page window provides you with a graphical flow of the steps
involved in managing vendors, purchases, and payments (see Figure 4-1).
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@

Enter Bills Pay Bills

Figure 4-1 QuickBooks Home page

Clicking the Vendors icon on the Home page or the Icon Bar displays the Vendor Center (see
Figure 4-2). The Vendor Center displays information about all of your vendors and their

transactions in a single place. You can add a new vendor, add a transaction to an existing
vendor, or print the Vendor List or Transaction List,
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it ‘ : Figure 4-2 Vendor Center

In addition to the Vendor Center, the Banking section of the Home page contains options to
help you navigate making deposits, writing checks, opening a check register, and reconciling
with the bank statement. Figure 4-3 displays the Banking section of the Home page.

Banking

-8 &

Record  Reconcile
Depasits

A e

Write Check
Checks  Register

o ©

Print  Enter Credit
Checks Card Charges

Figure 4-3 Banking section of the Home page
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Table 4-1 shows many of the business transactions that might occur in dealing with vendors
to process expenses in QuickBooks.

For illustrative purposes, we have defined two major groups of vendors — cash vendors and
credit vendors. Table 4-1 shows how to enter transactions for each of these two groups of
Vendors. The table also shows what QuickBooks does “behind the scenes” to record these
transactions.

For some vendors, you will decide to track Bills and Bill Payments. This means the Accounts
Payable account will be used to track how much you owe these vendors. We will refer to these
as your credit vendors.

With other vendors, you will skip the Accounts Payable account and just write checks or
otherwise pay them directly, coding the transactions to the appropriate expense accounts. We
will refer to these as your cash vendors. Although you probably will not pay these vendors
with actual cash, but with checks or credit cards, we will use the term cash vendor to
distinguish them from credit vendors described previously.

Cash Vendors Credit Vendors

QuickBooks Accounting | QuickBooks | Accounting
Transaction Entry Transaction | Entry

‘ Non-posting
Recording a : _ 7 entry used to
Purchase Order| Notusually used Purchase track Purchase
Orders
. Orders

Business
Transaction

i Increase (debit)
Recording a il Expenses,

Bill from a Not usually used 8 Increase (credit)
Vendor - j Enter Bills Accounts

S— Payable
Decrease (debit) |

Accounts
Payable,

Increase
(debit) —
Expense, . % ‘
Decrease q . vl Decrease (credit) |
(credit) : Pay Bills the Checking
Checking Account

Paying Bills

Table 4-1 Steps for entering expenses
Recording Transactions

The first tow in Table 4-1 references Recording a Purchase Order. Some vendors require Purchase
Orders so they can properly process orders. When a Purchase Order is recorded, no accounting
transaction is entered into QuickBooks; rather, a “memo” entry is made to track the Purchase
Order. For details on using Purchase Orders, 1efer to the Inventory chapter beginning on page
233.

The second row references Recording a Bill from a Vendor. When you receive a bill from a
vendor, you will record it using the Enter Bills window. Then, when it is time to pay your Bills,
you will use the Pay Bills window in QuickBooks to select the Bills you want to pay. As shown
below in Figure 4-4, both of these commands are available from the New Transactions drop-
down menu in the Vendor Center.
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Figure 4-4 New Transactions Menu drop-down list in the Vendor Center

The third row references Paying Bills. Sometimes you will need to write a check that is not for
the payment of a Bill. In that case, you will use the Write Checks window. Write Checks is
accessible by clicking the Check icon in the icon bar, the Write Checks icon from the Home
page, the Write Checks option from the Banking menu, or by pressing Ctrl+W.

Setting Up Vendors

Vendors include every person or company from whom you purchase products or services,
including trade vendors, service vendors, and 1099 contract workers. Before you record any
transactions to a Vendor in QuickBooks, you must set them up in the Vendor Center.

Tip: :
When a vendor is also a customer, you will need to set up two separate records: a
vendor record in the Vendor Center and a customer record in the Customer Center.
The customer name must be slightly different from the vendor name. For
example, you could enter Boswell Consulting as “Boswell Insulation-V” for the
vendor name in the New Vendor window, and “Boswell Insulation-C” for the
customer name in the New Customer window. The contact information for both
customer and vendor record can be identical.

To set up a vendor, follow these steps:

COMPUTER PRACTICE
Step 1. To display the Vendor Center, select the Vendors icon in the Vendars section of the
Home page (see Figure 4-5). Alternately, click on the Vendors icen on the icon Bar.
7
£ 1. ,
[§) ol——Bu—g
2 Purchase Recelve Enter Bils Manage
rders Inventory Against Sales
m Irwentory Tax
Vendors Icon L o ()
D | '
Entet Bi... Pay Eills

Figure 4-5 Vendors section of the Home page
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Step 2. Click the New Vendor button in the Vendor Center (see Figure 4-6) and choose New
Vendor from the popup menu,

b

. b_lew_\i' mdo_r_ % Vendor Information

’ Add Muttigle gndors B
, ] Yendor Name Ace Supply

N vendor Type Supplier
Company Hame  Ace Supply

¥} Mew Iransactions & puntr 1 Excelr |

To create a new
[ EVendor, click New
gVendor hera.

Figure 4-6 Add New Vendor to the Vendor list

Step 3.  The New Vendor window displays (see Figure 4-7). Notice there are three tabs labeled
Address Info, Additional Info and Account Prefill,

OpeingBdance | i""f_.ﬂiﬁ_@.ﬁ_ig o o § delerrene. %
Addrewstste | Adaiedino | Acowdpre [t |
ComporyHame] © o [ hep
el | _
Festtama [ - ~ Venda
LaskHame | - ) Em
Pintonched _
Addrestes
Bilfed From Address Shipped From Address
Em))
(on ]
Figure 4-7 The New Vendor window
Step 4. Enter Boswell Consulting in the Vendor Name field and press Tab.

Tip: _

The Vendor List sorts alphabetically, just like the Customer List. Therefore, if your
vendor is an individual person, enter the last name first, followed by the first
name,

Step 5. Press Tab twice to skip the Opening Bafance and as of fields (see Figure 4-8).

The Opening Balance field shows only when you create a new Vendor record. You will
not see this field on the Edit Vendor windows. The date in the as of field defaults to
the current date. Since you will not enter an amount in the Opening Balance field,
there is no need to change this date.
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Important:

It is best not to use the Opening Balance field in the New Vendor window. If you do
enter an opening balance for a vendor in the Opening Balance field, QuickBooks
creates a Bill that increases (credits) Accounts Payable and increases (debits)
Uncategorized Expense. [nstead, enter each unpaid Bill separately after you
create the vendor record.

K Step 6. Enter Boswell Consuiting in the Company Name field and press Tab.
' Step 7. Continue entering data in the rest of the fields on the Vendor record, as shown in
Flgure 4-8, Press Tab after each entry.
7 . i I R p‘ﬂ\iﬁvﬁ sﬂ—wm‘,‘
iﬁ NewVendm :
Vendor Name :Bosv-veI!.Cnns.uIﬁng ] e
I Opening Balance asof jg1/01/2015[@] HowdoIdetermine mm—
| s ey oo
‘ | Address Info l Additional Info Munt Prefil I
i
i‘ Company NamegBoswell Consulting | Contact SS 1 |
il MrMs.f. 1 Phone | 510-555-0305
l FrstName  |Steven IML| | FAX | 510-555-0306 Don't use this fleld: If you
{ - LastName  |Boswel . Alt, Phone | 510-555-5500 | awe this vendor money,
| i ‘ , you could enter the open
Alt. Contact |RebeccaMatthews | balance here. However, it
E-mail  steve @boswell.us l Is much better to enter
. : 3 each unpald Bill for this
ce % é vendor separately.
Print on Check as ‘
Boswell Consulting _ |
Addresses
Billed From Address Shipped From Address
Boswell Consulting Boswell Consulting
Steven Boswell Steven Boswell
PO Box 620 CopY >> | paBax 620
Oakland, CA 94610 Oakland, CA 94610

Figure 4-8 New Vendor window after it has been completed

(see Figure 4-9).
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Figure 4-2 The Additional Info tob of the New Vendor window
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Step 9. Enter 66-112 in the Account No. field and press Tab.

In this field, you enter the number that your vendor uses to track you as a customer.
If your vendor requires you to enter your account number on the checks you send,
this is where you enter it. QuickBooks prints the contents of this field on the memo
of the check when you pay this vendor’s bill.

Select Consultant from the Type drop-down list and press Tab.

QuickBooks allows you to graup your vendors into commeon types. For example, if
you create a Vendor Type called Consultant and you tag each of your consultants’
vendor records with this type, you could later create a report specific to this Vendor
Type.

Step 10. Select 2% 10 Net 30 from the Terms drop-down list and press Tab.

QuickBooks allows you to establish different types of default payment terms,
including payment terms to accommodate discounts for early payment. In this
example, the terms of 2% 10 Net 30 means that if you pay this vendor within 10
days of the invoice date, you are eligible for a 2% discount. In this field, you can set
the payment terms default for this vendor. QuickBooks uses these default terms on
all new Bills for this vendor. You can override the default terms on each Bilf as
necessary. When you create reports for accounts payable (A/P), QuickBooks takes
into account the terms on each Bifl. To learn more about the Terms List, and how to
set up terms, see page 218.

Step 11. Press Tab to leave the Credit Limit field blank.
Step 12. Enter 123-12-1234 in the TaxID field.

The Tax ID field is where you enter the social security or taxpayer identification
number of your Form 1099-MISC recipients. QuickBooks prints this number on the
Form 1099-MISC at the end of the year.

Step 13. Check the box next to Vendor eligible for 1099.

Select this box for all vendors for whom you expect to file a Form 1099-MISC.
Step 14. Enter Alameda in the County field and press Tab.

The County field is a Custom Feld. The Define Fields button on the New Vendor
window, Additional Information tab allows you to define Custom Fields to track more
information about your vendors. For this example, you will use the County field to
tag each vendor with the county in which it is located. This allows you to create
reports later that include geographic information about purchases from vendors. For
more information on setting up and using Custom Fields, see page 223.
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Figure 4-10 The Completed Boswell Consulting Additional Info tab

Step 15. Verify that your screen matches Figure 4-10 (your as of date may differ), and then
click the Account Prefill tab.

The Account Prefill tab allows you to set a default expense account for future
transactions with this vendor.

Step 16. Select Professional Fees from the first Sefect accounts to pre-fill transactions field (see
Figure 4-11).

B TR IRE  A A RR

Yendor Name

éoswel Consulting

Opening Balance as of{p1/01/2015 @] HowdoI determine
. Jeofiopipors o] the opening balance?
I Address Info AddfionalInfo | Account Prefill | -

Select accounts to pre-fll ransactions

{66700 - ProfessionaiFees |

Figure 4-11 The completed Boswell Consuiting Account Prefill tab

Step 17. When finished, click OK.

If you were adding several vendors at this time, you would click Next instead, and begin
adding another vendor, or you can begin by using the Add Multiple Vendor feature. Close the
New Vendor window.
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Activating Class Tracking

In QuickBooks, the Class field gives you a way to segregate your transactions other than by
account name. You can use QuickBooks Classes to separate your income and expenses by line
of business, department, location, profit center, or any other meaningful breakdown of your
business. Alternatively, if your business is a not-for-profit organization, you could use Classes
to separately track transactions for each program or activity within the organization.

For example, a dentist might classify all income and expenses as relating to either the
dentistry or hygiene department. A law firm formed as a partnership might classify all income
and expenses according to which partner generated the business. If you use Classes, you'll be
able to create separate reports for each Class of the business. Therefore, the dentist could
create separate Profit & Loss reports for the dentistry and hygiene departments, and the law
firm could create separate reports for each partner.

In our sample company, Academy Photography uses Classes to track income and expenses for
cach of its stores - San Jose and Walnut Creek.

COMPUTER PRACTICE

Step 1. Select the Edit menu, and then select Preferences.

Step 2. Select the Accounting preference.

Step 3. Select the Company Preferences tab, and make sure the box next to Use class

tracking is checked (see Figure 4-12). When you use Classes on each transaction
(Checks, Bills, Invoices, etc.), the Profit & Loss by Class report shows the income and
expenses for each class.
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Figure 4-12 Activating class tracking in Accounting preferences

Step 4.

With this setting, QuickBooks prompts you if you fail

The Prompt to assign classes field is already c

the transaction.

hecked. Leave the checkmark in this box.

to assign a Class on any line of
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Step 5. Click OK.

Figure 4-13 displays a Bill from Wong & Sons Video. The San Jose Class is selected in the Class
column. This tracks the Subcontracted Services Expense to the San Jose Class (i.e., the San Jose
store) so that the Profit & Loss by Class report shows the expense under the column for the San
Jose Class.
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Account Amount Memo  Customer:lob  Blabla? Class ] 01[11]155_1 a S T4n00 ?
53500 - Subcontracted Services | San Jose 4
{3

Record each transaction

using the Class field.

Motes EdE !

[ Glear Soks ] [ Recalaiate (savesgose [ Saveatiow | [ Reven )

Figure 4-13 The Class field shows on many windows in dﬁickéobfcs, including Enter Bills

The Profit & Loss by Class report displays the income and expenses for each Class. Income and
expenses for each Academy Photography store are displayed as separate columns. Note that
the San Jose column includes the Subcontracted Services. For more information about the Profit
& Loss by Class report, see page 170.

Dotes Oamtm v From 010y2015 H] To [01/3y2015 (8] Coars [coss
Academy Photography Expenses Chapter '
Profit & Loss by Class All Income and

expense
transactions are
tracked under a

Accrual Basis January 201
¢ _Sanfose o WalnutCreek »  TOTAL 3

Ordinary iIncomefExpenze

Income
85 column.
40004 - Services » 665.00 4 195000 2,615.00 c,a
45000 - Sales 102.97 1.166.87 1,203.94
Total income T67.97 3050.97 381894

Cost of Goods Sold

50000 - Cost of Goods Sold 8.45 1.054.99 1,061.44

53000 - Purchase Discounts 0.00 -252 -2.52

53500 - Subcontracted Services 142.00 0.00 142,00

Total COGS 148.45 1.052.47 120092

Gross Profit 619.52 1.998.50 251802
Expense

64900 - Office Supplies 400 254.60 254 .80

67100 - Rent Expenze 320000 0.00 320000

62500 - Utilities 0.00 276.52 276.52

Totst Expense 3,200.00 53142 3TNz

Net Ordinary Income -2,580.48 1.467.38 -1,183.10

Het Income -2,580.48 148738 -+ 113.10

! Figure 4-14 Profit & Loss by Class fep'ort
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Tracking Job Costs

If you want to track the expenses for each Customer or Job (i.e., track job costs), link each
expense with the Customer ot Job to which it applies. In the following sections, you will learn
about recording expense transactions in several different situations.

When you record an expense transaction, use the Customer:Job column to link each expense
account or Item with a Customer or Job (see Figure 4-15).

| Expenses $142.00 | Iteps ~ $0.00 |
Account _ { Amount | Memo _ | Customer:Job ’ Billable? ' Class
53500 ' Subcontracted Services 142.00 |'-!iden Production Caosts  [Maseon, Bob San Jose A _]
& |
Use this column to _
link expenses to -
Customers and Jobs. v
[Clear splits ] ﬁecalculate:_] | Save & Close ] [ Save &Newj r Revert ]

Figure 4-15 Linking expenses to Customers and jobs (i.e., job" costing)

When you track job costs, you can create reports such as the Profit & Loss by Job report that
shows income and expenses separately for each Job (see Figure 4-16). For more information
about the Profit & Loss by Job report, see page 173.

; TR P R R R

[ Sustomes pegort |_[Shere Templote || Memorge ] Prmt J £xog + | Egeel ][ Hde Hepder | Colepse | { Refe |
|ates ‘custom } 7 From 030372015 ] To 0432015 M) Cohms [Cistomeride v Isoreay [pefat e
Academy Photography Expenses Chapter

Profit & Loss by Job .

Accrual Basis January 2015

Branch Opening ’

+ {Cruz, Maria) _ < Total Cruz, Maria < Mason, Bob  + Miranda's Corner ¢ TOTAL L3 K

Drdinary Incorne/Expense -

income ;

40000 - Services » 1,950.00 4 1,950.00 B&E.00 0.00 2,615.00 :

45000 - Sales 0.00 0.00 10297 1,100.97 1,203.04 :

Totel Income 1,950.00 1,850.00 76797 1,100.97 3,818.84

Cost of Goods Sold t

50000 - Cost of Goods 50id 000 0.00 £45 673.59 606.44 ;

Totat COGS c.00 0.60 B.45 £79.9% 666.44 :

;

Gross Profit 1,850.00 1,950.00 761.52 420.98 3,13250 I3
Het Ordinary Income 1,950.00 1,950.00 761.52 420.98 3,132.50
Het Income 1,950.00 1,950.00 16152 42098 343250

Figure 4-16 Profit & Loss by job report

Paying Vendors

With QuickBooks, you can pay your vendors in several ways. You can pay by check, credit
card, electronic funds transfer, or, though not recommended, cash.

Most of the time, you'll pay your vendors from a checking account, so this section covers

three different situations for recording payments out of your checking account. The three

situations are:
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e Manually writing a check or initiating an electronic funds transfer and recording the
transaction in a QuickBooks account register.

e Using the Write Checks function to record and print checks.

e Recording accounts payable bills through the Enfer Bills window and using the Pay Bills
function to pay these Bills.

Using Registers

In this example, you will manually write a check and then record the transaction in the
QuickBooks checking account register.
COMPUTER PRACTICE

After you have written a manual check, or made a payment made by electronic funds transfer,
you will record the transaction in QuickBooks.

Step 1. Select the Check Register icon from the Home page. Alternatively, key Ctri+R on
your keyboard.
Step 2. In the Use Register dialog box, make sure Checking displays in the Select Account field

and click OK (see Figure 4-17).

Figure 4-17 Use Register dialog box

Step 3. Enter 02/08/2015 in the first empty line of Date column and press Tab (see Figure
4-18).

Rl P L
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Date Nurrber Payes _Payment S Deposit Balance e
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: CHK 22000 - National Bar 1234-1234-1234-125 H
lozp7io1s 330 Medis Distributing 375.00 11,564.34 g
] BILLPMT ] 20000 - Acoounts Pa
E () 15 Dayes v JEayment Depasil 7|.
L Aot <V)I BEr0 -~ ?’
%1 Ending balance 11,564.3¢ &l
| ] 14me :
| Sortby [Date, Type, Numberf... .v.| [ Recorg ] [ Restore |
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Figure 4-18 Entering in manual check information
Step 4. Enter 331 in the Number column and press Tab.

If you are entering a previously handwritten check, make sure this number matches
the number on the physical check. If you are entering an electronic funds transfer or
an ATM withdrawal, enter EFT in the check number field. Alternatively, if you are
entering a Debit Card transaction, enter Debit in the Number column.

Step 5. Enter Bay Office Supply in the Payee column and press Tab,
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Since Bay Office Supply is not in the Vendor List, QuickBooks prompts you to Quick
Add or Set Up the vendor (see Figure 4-19). Click Quick Add on the Name Not Found
dialog box.

Bay Office Supply is not in the Name fst.

To automatically add Bay Office Supply to the Name list, dick Quick Add.
You can enter more detalled information later,

To enter the detailed information now, dick Set Up {usually not required).

[ Qukadd ] [ setup | [  caxel |

Figure 4-19 Name Not Found dialog box

Step 6. Clicking Quick Add will add this vendor without entering the address and other
information to completely set up the vendor. You can always go back later and add
the other information by editing the vendor record. Click OK on the Select Name
Type dialog box to add Bay Office Supply to the Vendor Center (see Figure 4-20).

r ™
Select Name Type M

Select which type of name to add then dick
QK.

- Select the Vendor
@ vendor / type from the Select
€_} Customer Name Type options.
.3 Employee
i) Other |
;
Lo 3 ([ cn ] |

Figure 4-20 Select Name Type options - choose Vendor

Step 7. Enter 728.60 in the Payment column and press Tab.
Step 8. Enter Office Supplies in the Account column and press Tab.

After you enter the first few characters of the word “Office” in the Account field,
notice that QuickBooks automatically fills in the rest of the field with “Office
Supplies.” This QuickFill feature helps you to enter data faster.

Step 9. Enter Printer Paper in the Memo column.

Step 10. Verify that you've entered alf of the fields in the transaction correctly, and click
Record to save the transaction (see Figure 4-21). If the Set Check Reminder dialog
box opens, click Cancel.
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i AR WA iy i
__:_ Goto.. |:§Pnnt | @& Edit Transaction {E] QuickReport _E_J_o_vxnlpa_c_!_ﬁanksmement e
[ oate [ Nember | Payee U payment /| Depost Bance | 1
0120015 324 Ace Supply 123.4e| 14,091.34 =
i BILLPMT 2 -=plit- Aoct# 43-234
loy30/2015 |39 Nationa Bank 2,152.uuﬂ 11,939.34
o K 22000 - Hational Bar 1234-1234-1234-121]
| Ampr01s 350 Nelits Distributing 375.00| 11,564.34
o : BILLPMT | 20000 - Accounts Pa )
I lozjoa/2015  [[331 |Bay0fﬁce$upply 128,00 11,436,341
| i [s] 3 64900 - Office Suppt Printer Paper -
i : Ending balance 11,436.34
H | ] 1me :
/| Sortby Date, Type, Number/... v | { Record | [ Restore ] ¢

Figure 4-21 Bay Office Supp.fy.entry in the Checking register

Notice that QuickBooks automatically updates your account balance after you record the
transaction.

Splitting Transactions

Sometimes you will need to split your purchase to more than one account. Let’s say that the
check you just wrote to Bay Office Supply was actually for the following expenses:

e $100.00 for printer paper, to be used in the San Jose store (Class).
e $28.60 for computer cables for the Walnut Creek store (Class).

In order to track your printing costs separately from your office supplies, you must split the
expenses and assign each expense to a separate account.

COMPUTER PRACTICE
: Step 1. With the Checking register open, click on check #331 to select it.
¥ Step 2. Click the Splits button as highlighted in Figure 4-22.

QuickBooks displays an area below the check where you can add several lines,
memos, and amounts for splitting the expenses among multiple accounts.

I & : - il =4

| & Goto.. | G Print.. | @ Edit Transaction 1) QuickReport (] Download Bank Statement t

Date iNumber o Payee N Paymen_ "t. - .f- Deposit T Balance '

| Type Account ; Memo ) :

{oz/08/2015 [E]] 331 Bav Office Supsly v [[128.00 epcst 11,435.34| ~

: CHK 64900 - Office....ool] Printer Paper i

1 [ Account Amount  Memo Customer: Job Bllable? Class | -Clme

: ‘| |64900 - Office Supplies 100.00 |printer Paper Ban Jose " ([Gose ) :
. 61700  Computer and Internet Expenses 28.00 [Cables wanutCreek | |
H iy
| . -
‘ L Enter as many lines as you need -,
: to split the check hetween Ending balance 11,43%6.34 |
- accounts, Jobs, or Classes. i

[ t-iine

| 50t [oate Tvpe, b + (e ) (Resime J |

Figure 4-22 Split transaction window
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Step 3.
Step 4.
Step 5.

Step 6.
Step 7.

Step 8.

Step 9.

Step 10.
Step 11.
Step 12.

Step 13.

Change the amount on the first line from 7.28.60 to 100.00. Then press Tab.
Enter Printer Paper in the Memo column and press Tab.
Skip the Customer:fob column by pressing Tab.

This is the column where you can optionally enter the Customer or job name where
this expense would apply.

Enter San Jose in the Class column and press Tab.

On the second line, enter Computer and Internet Expenses in the Account column
and press Tab.

QuickBooks calculates the amount 28.60 in the Amount column. This is correct so
press Tab to leave it and move to the next field.

Enter Cables in the Memo column and press Tab.
Press Tab to skip to the Class column and enter Walnut Creek.
Verify that your screen matches Figure 4-22, and then press Record.

QuickBooks displays a dialog box asking if you want to record the changes to the
previously recorded transaction. Click Yes.

Close the Checking register.

Using Wrrite Checks Without Using Accounts Payable

If you are tracking Job costs or Classes and are not using the accounts payable feature, it may
be best to use the Write Checks window to record your expenses. If you use Items to track
purchases and you are not using the accounts payable feature, you must use either Write
Checks or the Enter Credit Card Charges window. See page 128 for more information about
tracking credit cards.

COMPUTER PRACTICE

Step 1. To display the Write Checks window, click on the Write Checks icon on the Home
page. Alternatively, press Ctrl+W. :

Step 2. Make sure Checking is already selected in the Bank Account field. Press Tab.

Step 3. Enter T in the No. field and press Tab. QuickBooks will automatically fill in To Print.
Alternately, click the To be printed box to the right of the /tems tab.
This indicates that you want QuickBooks to print this check on your printer. When
you print the check, QuickBooks will assign the next check number in the sequence
of your checks.

Step 4. 02/08/2015 is already displayed in the Date field. Press Tab.

Step 5. Select Orlando Properties from the Pay to the Order of drop-down list and press
Tab.
Notice that QuickBooks enters the name and address from the Vendor record as
soon as you choose the Vendor name from the list.

Step 6. Enter 3200 in the § field and press Tab.

Step 7. Press Tab to skip the Address, Memo, Online Payment, and To be printed fields.

Step 8. Enter Rent Expense in the Account column of the Expenses tab if not already selected

and press Tab.
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If necessary, when you enter your own expenses, use the bottom part of the check to
split the payment between several different accounts, fobs, and Classes.

Step 9. Leave the Amount column set to 3,200.00 and press Tab.

Step 10. Enter San Jose Rent in the Memo column, and press Tab twice,

Step 11. Enter San Jose in the Class column and press Tab.
: Step 12. Verify that your screen matches Figure 4-23. Do not print the check now; we will
print it later.

Step 13. Click Save & Close to record the transaction.

kg i

| @ Previous B Newt I Sove Print ~ | B Find | @ -Attach -
Bork Account [10100-Checkng =] EndngBalance  11,436.34
No. ToPrint

Date 02/08/2015 (W) g

Pay to the Order of Ordando Properties - $ 3,200.00

b

meemrﬂmmmDoljm-.tltt.-..““s“.“l.'--'-‘.m %
Orlando Properties 2

P.0. Box 2836

Address | gan Jose, CA 95010
ﬁ:_:penses $3,200.00 | Iteqs i $0,00 |  [7] Online Payment (¥] Ta be printed E
I

Account Amount Memo Customer: Job . Bilable? Class | j
67100 * Rent Expense 3,200,00 |San Jose Rent San Jose - i
[3 i

Figure 4-23 Write Checks window for Orlando Properties rent payment

Note:

In the example above, you recorded the check with a To be printed status, so
that you can print it later, perhaps in a batch with other checks. If you wanted
to print the check immediately after you entered it, you would have clicked
Print at the top of the Write Checks window. QuickBooks would ask you to enter
the check number. : :

Managing Accounts Payable

You can also use QuickBooks to track accounts payable.

When you receive a bill from a vendor, enter it into QuickBooks using the Enter Bills window,

Recording a Bill allows QuickBooks to track the amount you owe to the vendor along with the
detail of what you purchased. For a Bill to be considered paid by QuickBooks, you must pay it

using the Pay Bills window, as discussed here.

Entering Bills

When a bill arrives from your vendor, enter it into QuickBooks using the Entfer Bills window.
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COMPUTER PRACTICE

Step 1. Select the Vendors icon from the Home page to display the Vendor Center. Select the
vendor Ace Supply, and then select Enter Bills from the New Transactions drop-
down list (see Figure 4-24). Alternatively, you can click the Enter Bills icon on the

Home page and select Ace Supply from the Vendor drop-down field.

R T

‘New Transactions Lﬁ; Print~ ﬂ Excel v @ Wo
Enter Bills ' .
brmation
N Pay Bilis

View [}cﬁve Vendors {ame  Ace Supply
. s Purchase Orders Tvoe Suppler
Jrma
. I Receive ltems and Enter Bill {ame  Ace Supply

. cress Ace 5

g Name Recerve tems 435 Rﬂétr
: m Enter Bitl for Received Items Hayward, C
[ 8ay Office Supply ,
. Boswell Consulting 0.00
‘[ Cal Telephone 0.00 Map | Dire

Ci
Figure 4-24 Selecting Enter Bills from the New Transaction drop-down list

Step 2, In the Enter Bifls window, verify that Ace Supply is displayed in the Vendor field and
press Tab.

Notice that QuickBooks completes the Bilf Due, Terms, and Discount Date fields
automnatically when you enter the Vendor name. QuickBooks uses information from
the Vendor record to complete these fields. You can override this information if
necessary. QuickBooks calculates the Discount Date and the Bilf Due fields by adding
the Terms information to the date entered in the Date field. If the terms do not
include a discount, the Discount Date will not appear.

Step 3. Enter 02/08/2015 in the Date field and press Tab.
Step 4. Enter 2085 in the Ref. No. field and press Tab.
Tip:

When an A/P transaction increases what we owe, we call it a “bill.” However, our
vendors call them “invoices.” Therefore, the Ref. No. field should match the
number on the Invoice you received from the vendor. The Ref. No. field is
important for two reasons. First, it is the number used to identify this Bill in the
Pay Bills window, and second, it is the number that shows on the voucher of the

Bill Payment check.
Step 5. Enter 360.00 in the Amount Due field and press Tab.
Step 6. Press Tab to skip the Bilf Due field and to accept the due date that QuickBooks has
calculated,
Step 7. Press Tab to accept the 2% 10 Net 30 terms already selected.
Step 8. Enter Photo Materials for Jerry Perez Job in the Memo field and press Tab,
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Important:

If your vendor requires you to enter your account number on the checks you

: send, enter it in the Account No. field in the Vendor record. QuickBooks will print
the contents of that field on Bill Payments to the vendor. If you enter a memo in
this field on the Bill, it will override the Account No. field in the Vendor record.

Step 9. Enter Cost of Goods Sold in the Account column of the Expenses tab and press Tab.
Step 10. Press Tab to accept 360.00 aiready entered in the Amount column.
Step 11. Enter Photo Materials in the Memo column and press Tab.
Step 12. To job cost this purchase, enter Perez, Jerry in the Customer:fob column and press
Tab.
Step 13. Leave the Billable? field checked. Press Tab again and enter Walnut Creek in the Class
column.
Step 14, Verify that your screen matches that shown in Figure 4-25, Click Save & Close to
record the Bill. Close the Vendor Center window.
Bprevious BNt [ Save | B Find Ty History | @ Atach EHPayelt B
@B Credit (7] Bll Received R | vendor | Transaction |
b — . o Ace Supsy
Edit Yendoe
Summary
Phone 51D0-555-9646
Open balance 0.00
Credit Limit 5,000.00
POs to be received 1]
" - Recent Transactions QuickReport
Account Amount Memo Customer:lob  DAable? Class | 01/20/15 Bil Pmt -Chek 123.48
50000 + Cost of Goeds Sold 360.00 |Photo Materials |Perez, Jerry v Walnut Creek  # 01/18/15 gill - Paid 126.00
0105715 Check 1260 -
Notes . Edt
[ clear Spigs | [ Recaladate | (saveaciose |{ govetiew )| coar |
Figure 4-25 Recording Ace Supply bill '
The Unpaid Bills Detail Report
To view a list of your unpaid Bills, use the Unpaid Bills Detail report.
COMPUTER PRACTICE
Step 1. From the Reports menu, select Vendors & Payables and then select Unpaid Bills
Detail (see Figure 4-26).
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(Rephns) OnineServices Window _Help

Report Center .

Memorized Reperts v

Compary Snapshot '

Piocess Multiple Reports :

Compary & Financiat b

Custorners & Receivables » i

Sales b

Jobs, Time & Mileage ¥ __ = 3 .
Vendars & Payables 4 A/F Aging Summary
Purchases ] A/P Aging Detail
Errventtory 4 Vendor Balance Summary
Employess & Payroll 3 Yendor Balance Detait
Banking L4 Ul.\pa‘ld Bills Detai [}
Accountant & Taxes 3 Accounts Payable Graph
Budgets & Forecasts 3 Transaction List by Vendor
List iy 1099 Summary
Contributed Reports 3 1099 Detail

Custor Reports ¥ Sales Tax Lability
QuickRegort Cul+Q Sales Tax Revenue Summery
Transaction History Vendor Phone List
Transaction Journal I Vender Contact List

Figure 4-26 Selecting the Lj"r:rpai-c_l'wBWDe_mﬁ a)ﬁ_

Step 2. Enter 02/10/2015 in the Date field and press Tab.
Step 3. Verify that your screen matches Figure 4-27. Close the report window. Click No, if
the Memorize Report message appears.
K _w@_{s@rgmﬂm_} [ Memarize | Print } E-mad » Excel > | |
| pates +custom _ v 0271072015 [] Sort By ! Default -
Academy Photography Expenses Chapter
Unpaid Bills Detall
As of February 18, 2015
L Type ° Bate o Num ¢ Due Date o Aging o _Open Balance <
Ace Supply
1 Bil 02/08/2015 2085 03M0/2015 360.00 4
Total Ace Supply 360.00
Wong & Son Video
Bil 011112015 2342 024402015 142.00
Total Wong & Son Video 142.00
TOTAL 502.00

Figure 4-27 Unpaid éiﬂs Detail report
Paying Bills

QuickBooks keeps track of all your bills in the Accounts Payable account. When you pay your
bills, you will reduce the balance in Accounts Payable by creating Bill Payment checks.

COMPUTER PRACTICE
Step 1. Select the Vendors icon from the Icon Bar to display the Vendor Center. Select Pay

Bills from the New Transactions drop-down list (see Figure 4-28). You do not need to
select a vendor first. Alternatively, you can click the Pay Bills icon on the Home page.
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RS R T
ﬁﬂﬁ Al Tothracions)

{1y Hew Vendor..» E Mew Transactions» (o Print> [ Excelr (T word

Vendors | Tr Enter Bills _prmation y
o : Pay Bills b : 3
View | Active Vendors lame Ace Supply
[ - - 9
Fd £ Purchase Orders Type Supphier
- ! Receive tems and Enter Bill zve Ace Supply
dress  Ace Suppl
Name Receive Items ress 435 Race ;I:reet,
4 Enter 8ill for Received Items Hayward, CA 945
] Bay Office Supply i
Yeal Telephone 0.00
|| city of san Jose 0.00 Map | Dire
“Jl Gity of Walhut Creek 0.00 tiotes
Employment Development .., 0.00
Express Delivery Service 0.00
Jones Office Supply 0.00 Show AITra'!sa v ! FiterBy
i MH!*L::H! 0.00 — —
\"» " "\ *‘ -M’“ﬁ'*-* ‘JEN

Figure 4-28 Selecting Pay Bills from the New Transaction drop-down list

Step 2, QuickBooks displays the Pay Bills window.

Step 3. Click on the radio button Due on or before and enter 03/10/2015 in the Due on or
before date field (see Figure 4-29). QuickBooks allows you to filter the Pay Bills
window so only the Bilfs due on or before a given date are shown.

Note:

The Due on or before field applies only to the Bill due date. There is no way to
show only the Bills whose discounts expire on or before a certain date. However,
you can sort the list of bills by the discount dates in the Pay Bills window by
selecting Discount Date from the Sort Bills by drop-down list.

Select Bills to be Paid
® Due on or before |03/10/2015 (B
¢ Shaw all bils

H Show bils

Figure 4-29 Entering the date in the Due on or before field

Step 4. As shown in Figure 4-30, Filter By is set to All vendors. You can filter the Pay Bills
window to only show specific vendors. Also, Due Date is already selected from the
Sort By drop-down list. If you have several Bilfs from the same vendor, it is sometimes
easier to see all of the Bills sorted by Vendor. You can also sort the bills by Discount
Date or Amount Due.
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[ setect ois tobepad ______ ‘ T
| —— @ Due on or before [03/10/2015 [M] B g
‘ @ show al bla Fiter 8Y | Al vendars =
SortBy [puepate  w] :
| [F DateDue  vendor Ref.No.  Disc.Date Amt.Due  Disc.Used  CreditsUssd  Amt.ToPay |
| 1 Joanosois |[wongaso.., 342 142.00 0.00 0.00 000 -
f[ 17 |o3nos015 [ace supsly 2085 {02/16/2015 360.00 0.00 0.00 0004 :
-~
Tatals 502,00 0.60 0.00 0.00 I
i !
E Discount & Credit Information for Highlighted Bl t
E‘- Vendor Terms Nurmber of Credits 1] ':
:gl Bl Ref. No. Sugg. Discount 0.00 Total Credits Avaiable 0.00 £
AT [ setbiscant | | setGedis | b
§ Payment -
1 [ Method @ Tobeprinted Aot
{02/10/2015 (@] (check v " f0100-Cheing wl
O gssgndhecknumber e pgng Balancs 023634
H
i
{oysaecedon | (e ]
Figure 4-30 Pay Bills window
Step 5. Leave Check in the Payment Method field selected. Ensure that the To be printed radio
button is selected.
Step 6. Leave Checking in the Payment Account field.

Note:

The Payment Method field allows you to choose to pay the bills by check or credit
card. If you pay by check, QuickBooks automatically creates a check in your
checking account for each bill selected for payment. To pay by credit card, select
Credit Card and select the name of the credit card you want to use for the Bill
Payments. QuickBooks will then create a separate credit card charge for each Bill

Payment,
Step 7. Enter 02/10/2015 in the Payment Date field.
Step 8. Click the Select All Bills button in the middle to select both Bifls that are displayed.

Alternately, place a checkmark in front of the Bills you want to pay.

Tip:
If you want to display the original Bill, select the Bill on the Pay Bills window
and click Go to Bill. This displays the original Bill so you can edit it if necessary.

If you want to make a partial payment on a Bill, enter only the amount you
want to pay in the Amt. To Pay column. If you pay less than the full amount
due, QuickBooks will track the remaining amount due for that Bill in Accounts
Payable. The next time you go to the Pay Bills window, the partially paid Bills
will show with the remaining amount due. '

Step 9. To record a discount on the Ace Supply Biff, click on the Biff to select it. Notice the
Discount & Credit Information for Highlighted Bill section (see Figure 4-31).
Notice that QuickBooks displays the terms and a suggested discount for the Bill

Managing Expenses — Paying Vendors




116 Managing Expenses - Paying Vendors
¥ DateDue Vendor Ref.No. Disc.Date  Amt.Due  Disc.Used  CreditsUsed  Amt.ToPay | |
: 142,00 +
|

7 Jo2/10/2015

oD 0015

Wong & Son Video

ATE Sunn

Totals 502.00 0.00 .00 502.00
_ ~—1 QuickBooks displays the Terms and
Clear Selections / suggests a discount for this BIIL
Discount & Credit Information for Highlighted Bil
Vendor  Ace Supply Terms 2% 10 Net 30 Number of Credits . 0
Bl Ref. No. 2085 Sugg. Discount 7.20 Total Credits Avaiable 0.00

Figure 4-31 Discount section for Ace Supply bifl

Step 10. Click Set Discount.

In the Discounts and Credits window, notice that QuickBooks calculates the discount
according to the terms set on the Bill (see Figure 4-32). In this case, the terms are 2%

10 Net 30.
T B ST S Py =
- Discount and Cred
Bl
Vendor Ace Supply
Ref, No. 2085 Amount Due 350.00
Date 02/08/2015 Discount Used 7.20
Orignal Amt. 360,00 Credits Used 0.00
Amt. To Pay 352,80
| Discount I Creds |
Discount Date 02/18/2015
Terms 2% 10 Net 30
Suggested Discount 7.20
AmountofDiscomt |  7.20]
| S [ |
Discount Account {53000 - Purchase Discounts |
DiscontClass  |wanutCreek " w]

Figure 4-3.2 Discount and Credits window

Step 11. Select Purchase Discounts in the Discount Account field to assign this discount to the
proper account.

Step 12. Enter Walnut Creek in the Discount Class field to assign this discount to the proper
Class.

Refer to the Bill to determine the Class. The Bill being discounted was originally
assigned to the Walnut Creek Class so the discount should use that class as well.

Step 13. Click Done. This returns you to the Pay Bills window.
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Note:
In some cases, it is better to use a Bill Credit instead of a discount. For example,
when you want to associate the discount with a Job, or if you want to track
discount items, use Bill Credits instead of using discounts in the Pay Bills process.
You can record items, accounts, classes, and job information on the Bill Credit,
just as you do on Bills. Then, in the Pay Bills window, click Set Credits to apply
the Bill Credit to the Bill. To see how this would work, see the section on Applying
Vendor Credits beginning on page 125.
Step 14. Verify that your Pay Bills window matches that shown in Figure 4-33. Click Pay
Selected Bills to record the Bill Payments.
b oberad 1
chow it ¥ 0ue o0 or before 03/10/2015 (] o L
&> Show ol bks Fiter By | Al vendors v :
SortBY ‘oue pate v ¥
Ref.Mo.  Disc.Dale  AmtDue  Disc.Used  CredisUsed  AmkToPay | i
T
Totals 502.00 720 9.00 494‘80j
‘| Discount & Credit Information for Highlighted B8 :
| Vendor  Ace Supply Terms 2% 10 Het 30 Mumber of Credits o !
- BllRef. No. 2085 7.20 Total Credits Avalable 0oo
| [
Payment I
Date Methad Account e !
102/ iofz01s (@} (chee o BTobewd o0 cheding T ]
© fssigncheckunber  Enging Balance AT
; Pay Selected Bills Cancel i (\
Figure 4-33 Pay Bills window after setting the discount
Step 15. QuickBooks displays a Payment Summary dialog box as shown in Figure 4-34. Review
the payments and click Done.
Step 16. Close all windows except for the Home page.
Paymeant Detals -
Payment Date 02/10/2015

Payment Account 10100 - Cheding
Payment Method ~ Check

Payments have been successfully recorded for the following 2 of 2 bis:
Verior

Date Due Amount Paid

How do [ find and change a bill payment?

You can print chedks riow, or print them later from Print Forms on the Fle menu,

{ Paymorends J ( PrntChecs } [ Dore ]

Figure 4-34 Payment Summary dialog box
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Note:
If you select more than one Bill for the same vendor, QuickBooks combines all of
the amounts onto a single Bill Payment.

When you use a check to pay Bills, QuickBooks records each Bill Payment in the Checking
account register and in the Accounts Payable account register (see Figure 4-35 and Figure
4-36). Bill Payments reduce the balance in both the Checking account (credit) and the

Accounts Payable account (debit).

N E :
e Paye | Payment /|  Depost Bakorce
e Type - Acoount Mema [T O AT R
02/08/2015  [331 Bay Office Supply 123.00# 11,436.34 ~
CHK split- Printer Paper
02/08/2015  |[ToPrint  ||Orlanda Properties 3,200.00j 8,236.34
cHE 67100 * Rent Expent
02/10/2015  [ToPrint  [lAce Supply 352.80! 7,883.54
BILLPMY  ||-split- Acct# 43-234 —
02/10/2015  TaPring, (jwong & Son video 142,00 7,741.54 D‘
BIL 0000 - Accounts Pa Video Pr -
.Epilllti. .1 QuickBooks records the Bill H 7,741.54
Payments in the Check Register.
[ 14ne
Sartby 'Date, Type, Mumber/.. v | (_Record ] [ Restore |

Figure 4-35 Ched«'ng account register after Bill Pay

o nesraon A
@ Goto.. | Print.. | g Edit Transaction {5)

" Date | Number | Vendor DueDate |  pled |/
.. Type | Accowt | Memo ,
02/08/2015 2085 Ace Supply Paid 36000

CBIL  [SO000 - Cos Photo Mater!
[ Ll

_ Ace Supply

~HDESC - -RI0100:- Che
H Wong & Son Video

- lonuemr Jision < cte

Notice that QuickBooks
reduced A/P by the Blll Pay
k amounts including the
discount.

: open balance
SrtbY [Date, Type, Number/... v |

Figure 4-36 Accounts Payable register after Bill Pay

Printing Checks

COMPUTER PRACTICE

You do not need to print each check or Bill Payment separately. As you write checks and pay
Bills, you have the option to record each check with a To be printed status. Follow these steps
to print checks and Bill Payments that you have previocusly recorded with a To be printed status:

Step 1. From the File menu, select Print Forms and then select Checks.
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Step 2. Checking in the Bank Account field is already selected (see Figure 4-37). This is the
bank account on which the checks are written. Press Tab.
Step 3. Enter 6001 in the First Check Number field, if necessary.
The First Check Number field is where you set the number of the first check you put in
the printer.
Note:

QuickBooks assigns check numbers when it prints checks. You have the
opportunity to set the check number just before you print the checks and after
you assign a check number. QuickBooks keeps track of each check it prints and
keeps the check number up to date.

Step 4.

QuickBooks automatically selects all of the checks for printing. Click OK.

To prevent one or more checks from printing, you can click in the left column to
remove the checkmark for each check you don’t want to print.

Since we did not print the rent check, it shows in Figure 4-37 along with the two Bilf
Payments. We will include it here so we can “batch print” all checks together.
: T TR PR AR e ' )

BankAccount (10100 'Checkng |  FirstCheckNumber [001 |
Select Checks to print, then dick OK, A
There are 3 Checks to print for $3,694.80.
: J  Date Payee Amount | [ oK ]
. ¥ _Jo2/08/2015 Orlando Properties 3.200.00] —
|/ [o2/10/2015 Ace Supply 352.80| | Cancel ]
JK 021102015 Wong 8 5¢- **-+-- 142.00 ——
Seloct the checks to :ettth;s t(la‘ match tl:e | Help )
be printed by clicking rst check you put In [ v ]
In this column. the printer. SelectAl |
! [ Selectone |

Figure 4-37 Select Checks to Print window

Step 5.

When the Print Checks window displays, click Signature on the right side of the
window (see Figure 4-38).

You can automatically print singed checks by uploading a graphic file of a signature
during the printing process.
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You have 3 chedks to print for $3,694.80
E Settings Eants i Partial Page [ 7

Printer name: | sl W7 SUS! e 1w b,

Printer type: | Page oriented (Single sheets)

Note: To nstall additional printers or to change port
assignments, use the Windows Control Panel.

Chedk Style tumber of gopnesE 1!
@ Youcher < Standard (7 Wallet (7] Collate

[ print company name and address.

£ ] Use logo
7] print Signature Image

= E=)
T ey

Click the Signature
button to print

slgned checks

Figure 4-38 Signature Button in Print Checks window

Step 6. In the Signature window, click the File button to upload the graphic file (see Figure
4-39).
- ™
Signature LT w
Cancel
B File
" Load signature by selecting a graphic file. |  Cleat
3 (If you move the file, the signature must - - ¥
be reloaded). ;
. S
Figuré 4-39 Signatufe wmdow —
Step 7. In the Open File window, navigate to where you store your exercise files and open
Sign.png. This file was included with the portable exercise files.
Step 8. If QuickBooks displays a warning window, click OK. QuickBooks will copy the image
file to a new folder called Expenses-12 — Images.
Step 9. The Signature window now displays an image of the uploaded signature file (see
Figure 4-40), Click OK.
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r ™
Signature IR W

€
i

Bilected Signatute———— oK
Vi 7 o Cacel
e ||
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Figure 4-40 Signature window with file uploaded

Note:
Once you select the signature, QuickBooks will leave the box checked to always
print the signature unless you uncheck the Print Signature Image shown in Figure

4-41.

Step 10. Confirm your printer settings on the Print Checks window (see Figure 4-41), and click
Print when you are ready to print. Your Printer name will most likely be different

than what is displayed in Figure 4-41.

BRI R e
You have 3 checks to print for §3,694.80
Settings Fois | EartalPage | QuickBooks shows
— " how many checks you
Prrter game: ¥ mae w4 i S g s ] will need to load into
: the printer and the
Printer type:  :Page-oriented (Singke sheets) -
Note: To mwﬁ'&' oters or to ch . total dollar amount of
2 To ing printers or to change por!
assignments, use the Windows Control Panel, the checks.

Check style Number of copies: 1

4 Youcher 1colate

] Print company name and address.
[Juse logo

(7] Print Signature [mage (//

Print Signature Image
checkbox

.

Figure 4-41 Print Checks window

Tip:

Make sure your checks are oriented correctly in the printer. With some printers,
you feed the top of the page in first, and some you feed in bottom first. With
some printers, you must insert the check face up, and with others, face down.

Step 11. When QuickBooks has finished printing the checks, you will see the Print Checks —
Confirmation dialog box in Figure 4-42.
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Print Checks - Confirmation -, @ =700 0 T o0

1f your checks printed comrectly, didk OK.
What if i i Drder,

If you need to reprint any checks, select them and didk OK. Then retam to the
Sedect Checks to Print window to repeint them,

Figure 4-42 Print Checks - Confirmation dialog box

Step 12. if the Set Check Reminder dialog box opens, click Cancel.
Step 13. Click OK.

Note:

If your printer damages your checks and you select checks for reprinting, you
will need to void each damaged check and re-enter a new check in the bank
account register or on the Write Checks window,

Tip:

If you are paying multiple bills on a single check and you want the vendor to be
able to identify these bills, you can print a Bill Payment Stub by choosing Bill
Payment Stub from the Print Forms submenu on the File menu.

Voiding Checks

QuickBooks allows you to keep the information about voided checks so that you retain a
record of these checks. It is important to enter each check into your register even if the check
is voided. This will prevent gaps in your check number sequence.

Did You Know?

QuickBooks has a special report called Missing Checks that allows you to view all
of your checks sorted by check number. The report highlights any gaps in the
check number sequence. To view this report, select the Reports menu, then
select Banking, and then select Missing Checks.

COMPUTER PRACTICE

Step 1. Open the Checking account register and then select check 6003 by clicking
anywhere on that record. You will be able to tell that the record has been selected as
it will be outlined in the register.

Step 2. From the Edit menu select Void Bill Pmt-Check (see Figure 4-43).

When you void a check, QuickBooks changes the amount to zero, marks the check
cleared, and adds VOID to the Memo field.

Step 3. Click Record to save your changes,
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iure 4-43 Yoiding a check from the Edit menu

Since you are voiding a Bill Payment, QuickBooks warns you that this change will affect the
application of this check to the Bills (see Figure 4-44), In other words, voiding a Bill Payment
will make the Bill payable again.

o T TR S S R R P ST

This payment by check has been used ta pay some bils. Changing it will alter how it applies
g k {0 those bils. Do you want to change it anyway?

s ] [ v | [ coxel |

Figure 4-44 Recording Transaction dialog box about voiding BILLPMT check 6003

Step 4. Click Yes.

Notice that the transaction shows as cleared in the register, and that QuickBooks set
the amount of the check to zero (see Figure 4-45).

Close all open windo Home page.

ws except the

PEERTR 1205 7 L TR REL R BT TR U ?j\(ff-i;?'. N
2 Goto.. | & Print.. | [ Edit Transaction QuickReport Download Bank Statement
~owm [mamber | bayee 1 pament U/ oepest [ Tedee [0
i Type . Account i Memo _ o [P B
o2/08/2015  [331 Bay Office Supply 128.00 11,436.34 =
CHY -5pht- Printer Paper .
i[o2rs2015  fe001 Orlando Properties 3,200,00 8,236.34
' CHK 67100 * Rent Expen:
02/10/2015 6002 Ace Supply 352.80 7,883.54
. BILLPMT { spit- Acct# 43-234 wl
02/10/2015 6003 Wwong & Son Video o.00( 788394 —
: BILLPMT 20000 + Accounts Pa VOID: Video Producti -
Ending balance 7,883.54
[ 1aime
Sortby EDate,Type,M.lmberf... - f Record l g Restore J

Figure 4-45 Check register after voided transaction

To repay the Bill, repeat the bill paying, discount, and printing process by following the steps
below.
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COMPUTER PRACTICE
Step 1. Select the Pay Bills icon on the Home page.
Step 2. Complete the Pay Bills window for the Wong & Son Video Bill per the instructions

given in the Paying Bills section beginning on page 113. Verify that your screen
matches Figure 4-46. Set the Payment Date to 02/16/2015.

| select Bills to be Paid

show il . e on or before [a21z0/z015 T8} -
@ Show all bils Filter By EAlvmdors

Sort By Eoueoam )

Ref. No. Disc, Date

amt. Due Disc. Used Credits Used Amt., To Pay

Totals 142.00 0.00 0.00 142.00 I
Discount & Credit Information for Highlighted Bil
: vendor  ‘Wong & Son Video Terms Net 30 Number of Credits 0
| 1 pllRef No. 2342 5ugg. Discount 0.00 Total Credits Avalable 0.00
;;
i Payment
Date Method & Tobepsinted Account
[02/16/2015 (] (Che o 7 OO (10100 - Checkng x]
€ fssign checkoumber £ jing Balance 7.741.54
{_fay Selected pils_{ | Cancel
Figure 4-46 Completed Pay Bills window — - T
Step 3. Click Pay Selected Bills on the Pay Bills window to record the Bill payment.
Step 4. Click Done on the Payment Summary dialog box.
Attaching Documents

There are many advantages to storing documents electronically. Going “paperless” increases
efficiency and eliminates costly storage.

QuickBooks allows you to attach electronic documents to QuickBooks transactions, such as
Bills, Invoices, and other QuickBooks forms. The attached documents can either be stored on
your system for free, or on a secure server managed by Intuit using QuickBooks Document
Management for a fee. To attach electronic documentation to a QuickBooks transaction, look
for the Attach button in the upper section of the transaction window.

Managing Expenses — Attaching Documents




Managing Expenses — Applying Vendor Credits 125

) Previcus [P -Nett ) Save | F): Find
|on oo

N || Attach Button

Figure 4-47 Attach button in Enter Bills window

Applying Vendor Credits

When a vendor credits your account, you should record the transaction in the Enter Bills
window as a Credit and apply it to one of your unpaid Bills.

In some situations, it is best to use a Bill Credit instead of the Discount window to record
certain vendor credits, because the Discount window does not allow you to record any of the
following information:

s Reference numbers or memos — These may be important for reference later.
¢ Allocation of the credit to multiple accounts.
» Allocation to Custorners or Jobs — This may be critical in many situations.
s Information using Ifems.
COMPUTER PRACTICE
First, create a Bill from Nellis Distributing for a Custom Window.
Step 1. Click on the Enter Bills icon on the Home page.
Step 2. Enter the Bill shown in Figure 4-48.

L, 0 pravious [P Nedt 3 Savs | &-ﬁsw i-ﬂ-- [=] Pay bt “

| @6l O Cregit ) ] ol Received . { vendor | Trangacton | )

- - - Dy ting |

' Edit Vendor .

Summary ;

o Taxssss3an

Open balance 0.00¢ i

POS to be received |

E

i Recent Transactions OudReoort ]

i || Account Amount Customer:Xob Blable? Class I|  o2q07/15 Bil Pt -Check ‘37500

50000 - Cost of Goods Sold | 400.00 |Custom Framing Material |Mason, Bob [T [sendose » 01/30/15 Credit 2500 |

Cd|  ou/sed-pad w0000 |;

|| (gom spis ] Recmatore SaveiCiose | [gavenbew J[ Cesr |

Figure 4-48 Bill from Nellis Distribdt}'ng for Bob Mason job ' T .
Step 3. When you're finished entering the data in Figure 4-48, click Save & New.
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Now, enter a Bill Credit.

Step 1. On the next (blank) Bill form, select the Credit radio button at the top right of the
window.
Step 2. Fill in the Bill Credit information as shown in Figure 4-49. Click Save & Close to

record the credit.

(5. AR TR
LY Enter Bis A
D Previous B Net [ Sove | € Find B History | § Attach )
oEl @ Credt of— -

Credit N ' o 11 To enter a BIll Credlt,
. : select Credit.

Memo

[ Expenses $25.00 | Iiems "50.00 |
Account Amount Memo

53000 - Purchase Discounts

Figure 4-49 Creating a Bill Credit

The accounting behind the scenes:

When you record the Bill Credit shown in Figure 4-49, QuickBooks reduces
(debits) Accounts Payable and reduces (credits) Purchase Discounts, a Cost of
Goods Sold account.

Step 3. To apply the Bill Credit to a Bilf for that vendor, select Pay Bills from the Home page
(See Figure 4-50).

o Pay Bils

Select Bils to be Paid g
Show bils '@ Due on o before 9371572015 (M) o :
. Show afl bils FiterBy ‘Alvendors v
SorthY [DueDate  v)
[~ Date Due Disc.Date  Amt.Due  Dic.Used  CreditsUsed  Amt ToPay | ;
[/ 220y - - - o |

3 7
:
v i
Totals 400,00 0.00 0.00 a0 | H
b
Clear Selections ;
Déscount & Credit Information for Highlighted gill d
Vendor  NeMis Distributing Terms et 15 Number of Credits 1
Bil Ref, No. 5088 Sugg. Discount 0.00 Total Credits Avadable 25.00 :
Payment
Date Method @ Tobe minted Aecont :
oaf22y15 Ched v T OERTE | 10100 chedk -
™ Assian check numbar _mﬂme 7.341.5¢ h
The avallable credits for this ;
vendor appear here. [ Poysclectedtis § [ cancd | -

Figure 4-50 Pay Bills window for Nellis Distributing
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Step 4. Enter 03/15/2015 in the Due on or before field and press Tab.

Step 5. Leave Check in the Payment Method field and Checking in the Payment Account
field. Enter 02/22/2015 in the Payment Date field.

Important:
In order to apply a Bill Credit, the vendor name must be the same on both the
Bill and the Bill Credit. '

Step 6. Select the unpaid Bill for Nellis Distributing as shown in Figure 4-50.

When you select a Bill from a vendor for whom one or more unapplied credits exist,
QuickBooks displays the total amount of ail credits for the vendor in the Total Credits
Available section. Notice the credit of $25.00 in Figure 4-50 for Nellis Distributing which we
created above.

Step 7. Click Set Credits.

¥

Bl
Verdor Neliis Distributing
Ref, No. 5088 Amount Due 400.00
Date 02/17F2015 Discount Used 0.00
Original Amt. 400,00 Credits Used 25.00
Amt. To Pay 375.00
Discount Credits 1

i

Date Ref Mo, CreditAmt,  Amt Tolse  CredtBaance |

Totals 25.00 25.00

Figure 4-51 Discount and Credits window to set Bill Credit

On the Discounts and Credits window, QuickBooks automatically selected the credits to be
applied to the Bill. You can override what is shown by deselecting the credit (removing the
checkmark), or by entering a different amount in the Amt. To Use column.

Step 8, Leave the credit selected as shown in Figure 4-51 and click Done.

QuickBooks has applied the $25.00 credit to Bill #5088 and reduced the amount in
the Amt. To Pay column to $375.00 (see Figure 4-52).
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Figure 4-52 Pay Bills window after Bill Credit has been applied

Step 9. Click Pay Selected Bills to pay the bill.
Step 10. Click Done on the Payment Summary dialog box.

Note:
If you want to apply the credit without paying the Bill, reduce the Amt. To Pay
column to zero.

Tracking Company Credit Cards

To track charges and payments on your company credit card, set up a separate credit card
account in QuickBooks for each card. Then enter each charge individually using the Enfer
Credit Card Charges window. To pay the credit card bill, use Write Checks and code the check
to the credit card account.

Another Way:
You can also pay your credit card bill by using Pay Bills after recording a Bill for
the balance due, coded to the credit card liability account,

Did You Know?

Many credit cards allow you to download your credit card charges into
QuickBooks through the Internet, eliminating the need to enter each charge
manually. For more information about the QuickBooks Credit Card download,
select the Banking menu, select Online Banking, and then select Set Up Account for
Online Services.

Entering Credit Card Charges

Each time you use a company credit card, use the Enter Credit Card Charges window to record
the transaction.

The accounting behind the scenes:

When you record credit card charges, QuickBooks increases (credits) your Credit
Card Payable liability account and increases (debits) the expense account shown
at the bottom of the window.
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Note:
You will need to create an account on your Chart of Accounts for each company
credit card. Use the Credit Card type when creating the account.

COMPUTER PRACTICE

Step 1. Click the Enter Credit Card Charges icon on the Home Page. Alternatively, from the
Banking menu, select Enter Credit Card Charges.

Step 2. Press Tab to accept National Bank VISA Gold in the Credit Card field.

Step 3. Purchase/Charge is already selected. Press Tab twice.

If you used your card when receiving a refund or credit from a vendor, you would
select Credit instead of Charge on this step. QuickBooks will then reduce the
balance on your credit card when you record a Credit transaction.

Step 4. Enter Bay Office Supply in the Purchased From field and press Tab.
Step 5. Enter 02/24/2015 in the Date field. Press Tab.
Step 6. Enter 65432 in the Ref No. field and press Tab.

The Ref No. field is optional. Its purpose is to tag each charge with the number on
the charge slip.

Step 7. Enter 86.48 in the Amount field and press Tab.

Step 8. Enter Purchase Office Supplies in Memo field and press Tab.

Step 9. Enter the Account, Amount, Memo, and Class fields as displayed in Figure 4-53.

Step 10. Verify that your screen matches Figure 4-53. Click Save & New to record the credit

card charge,

Ay FI0oE o3
® Previous [P Next {3 Save | ¥ Find 53 Download Card Charges | § Attach £
Credit Card | 22000 - National Bark VISA ... v | Erwing Balance 0.3
@ Purchase/Charge (> Refund/Credit .
P B
Credit Card Purchase/Charge E Manage your busiess | |
| expensas with QuickBogks | &
Purchased From  Bay Office Supply - Date 02242015 . , Paatioum Plus for Business | |
- ! MasterCard i
RefMp, 63432 : E
Amount 8648 | leomMoe O
Memg Furdhase Office Supplies ; .
Are i thie credit card ? % ]
Expenses $86.48 | Items $0.00 | H |
Account Amount  Memo Customer :Job Blable?  Class Ij
64500 - Office Supples 86.48 [Office Supplies San Jose -
Y

FHagure 4-53 Enter Credit Card Charges window for Bay Office Supply purchase

Step 11. Enter another credit card charge that matches Figure 4-54. Click Save & Close.
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i

a Previous P Nect [ Save | 1L Find 3 Download Card Charges | ﬂ Attach

Credit Card 23000 - National Bark VISA ... | Ending Balance 84.48
@ PurchasefCharge () RefundfCredit
T
Credit Card Purchase/Charge { Msnage your business | g
i expenses with QuickBooks ! §
Purchased From  Rodriguez Rentals - Date 02/25/2015 . | Pistinum Plus for Business | §
: MasterCard P
RefNo, 987153 i i K
Amount  35.40 L _______ ‘leamMore | @
Mamo Video Equipment Rental

Are you ready to pay a bil from this credit card company?
Expenses $3540 | Items 0,00 |

Amount  Memo
35,40 |video Equipment Rental

Account
52600 * Equipment Frental

Custome...

figure 4-54 Enter Credit Card Charges window for equipment rental

Paying the Credit Card Bill

Follow the steps below to write a check to pay your credit card bill.

The accounting behind the scenes:

When you record a credit card payment, QuickBooks reduces (credits) the
Checking account and reduces (debits) the Credit Card liability account.

Note: There is another method of paying the credit card bill that is part of the
reconciliation process. In the reconciliation chapter, you'll learn more about
reconciling the credit card account, and then creating a Bill for the balance due.

COMPUTER PRACTICE

Step 1. Click the Write Checks icon on the Home page.

Step 2. Enter the check as shown in Figure 4-55. Notice that you will enter the credit card
account name in the Account column of the Expenses Tab.

Step 3. Click Save & Close to record the transaction.

Step 4. Click Save Anyway to bypass /tems not assigned classes window.

You do not need to enter a class when posting to a credit card account or any other
Balance Sheet account.
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] 9 previous P Net- [ Save g Pri

| Bank Account [ 10100 - Cheddng

Ng, 333

Da;z 03/01/2015 .

Fay to the Order of National Bank p.4 $ 12188

S

% m}mmﬂwaﬂmlmﬂ‘.’f$'#‘t.."’.."...".t.'.t.tt ms

National Bank

¢ P.0. Box 522

| || Address | san dose, cA 94326

;.'.

N Acct #12345252

E‘ ] Onfine Payment To be printed
il ||22000 - National Bank VISA Gold 121,88 |Pay Cradit Card -
{ L3
k]

Figure 4-55 Write Checks window to pay credit card bill

To see the detail of your credit card charges and payments, look in the National Bank VISA
Gold account register (see Figure 4-56). This register can be access by pressing Ctrl+A to open
the Chart of Accounts, and then double-clicking on the National Bank Visa Gold credit card
account. You can also pay credit cards as part of the reconciliation process. For more
information, see 155.

Goto.. | & Print.=| 4 Edit Transiction & QuickReport S8 Download Card Charges -~
Dats Ref Payee Charge Payment |
Type Aceounit l Memo ) )

Josorzois |33 Naticnal Bark 2,152.00 0.00 =
CHK 10100 < Cheddng
302124)’2015 65432 Bay Office Supply 86.48 86,48
5 CcC 164500 * Office Supplies Purchase Office Supplies 03
;’;loz/zslzms 987153 | Rodriguez Rentals 35,40 121.88 —
B cC 52600 * Equipment Rental _ Video Equipment Rental
égloafu 12015 333 National Bark 121.89 0.00
i oK 10100 - Chedking Pay Credit Card 58 I -
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¢| Sortby [Date, Type, Mmber/... v | Ciherord ] [ Rostuce. )
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Paying Sales Tax

Many QuickBooks users need to collect sales tax each time they sell products and certain types
of services. This sales tax needs to be paid to the appropriate state or local agency. Academy
Photography files its sales tax return to a single vendor called the State Board of Equalization.
In this example, we will run reports for the first quarter of 2015. For more on collecting sales
tax, see 81,
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Paying Sales Tax

After you prepare your sales tax return and make necessary adjustments for discounts,
interest, penalties or rounding, create a sales tax payment for the amount you owe.

When you pay your sales tax, do not use the Write Checks window because the payment will
not affect the Sales Tax Items. It also will not show properly on the Sales Tax Liability reports.
To correctly pay your sales tax liability, use the Pay Sales Tax window.

COMPUTER PRACTICE

Step 1. From the Home page, select the Manage Sales Tax icon.

Step 2. Click the Pay Sales Tax... button in the center of the Manage Safes Tax dialog box.
Alternatively, from the Vendors menu, select Sales Tax and then select Pay Sales
Tax.

Step 3. The Pay Sales Tax window displays. In the Pay from Account field, Checking already

displays so press Tab. This field allows you to select the account from which you
wish to pay your sales tax.

Step 4. Enter 04/15/2015 in the Check Date field and press Tab. This field is the date of when
you are paying the sales tax.
Step 5. Enter 03/31/2015 in the Show sales tax due through field and press Tab. In this field,

enter the last day of the sales tax reporting period. For example, if you are filing your
sales tax return for the first quarter, enter the last day of March in this field.

Step 6. Leave 334 in the Starting Check No. field and press Tab. QuickBooks automatically
enters the next check number sequentially.

Step 7. Click in the Pay column (see Figure 4-57) on the line with a balance.

(Foy S Tar b =y,

10100 -Checking 1 [o#/15/2015[@] [03/31/2015 (]
Item

Pay From Account

" fltotal tax you owe for
ileach county as well as
flany adjustments. To pay
l|all the tax and the
adjustments, click In the
Pay column for all lines.

Pay
£

Vendor ) Amt. Due

Totals 99,33 99,33 You can create a Sales
_ (___’, Tax Adjustment by
[ Clearselections || Adiust | Ending Bank Batance 7.145.33 || clicking Adjust on this
screen.
(1 To be printed Eok J e ][ nep |

Figure 4-57 Pay Sales Tax window

Step 8. Click OK to record the Sales Tax Payment.
Step 9. Click Close on the Manage Sales Tax window.

After you record the sales tax payment, QuickBooks will create a special type of check called a
Sales Tax Payment (TAXPMT) in your checking account for the total tax due to each sales tax
agency (Vendor).
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Important:

QuickBooks allows you to-adjust the amounts in the Amt, Paid éblumn i :
However, if you do you will retain an incorrect (overstated) balange in .Sales Tax
Payable for the period, If you need to change the amount of sales tax due usea -
Sales Tax Adjustment. To qulckly access the Sa:‘es Tax Adiustment window, click
Adjust on the Pay Sales Tax window.

Accounts Payable Reports

QuickBooks has several reports that you can use to analyze and track your purchases and
vendors. Following are two sample reports for you to create. See the Reports chapter for more
information on creating reports.

Vendor Balance Detail

The Vendor Balance Detail report shows the detail of each Bill and Bill Payment to each

vendor. However, this report only includes transactions that “go through” Accounts Payable.
That is, it only shows transactions such as Bills and Bill Payments. If you write checks to your
vendors directly, without first entering a Bill, those transactions will not show in this report.

COMPUTER PRACTICE

Step 1. From the Reports menu, select Vendors & Payables and then select Vendor Balance
Detail (see Figure 4-58).

Step 2. To print the report, click Print at the top of the report. Close the report, and click No

if the Memorize Report message appears.

[i] sort By [Defadt
Academy Photography Expenses Chapter

Vendor Balance Detall
Al Transactions

i‘ * Type +  Date ¢ Num ¢ Account * A t ¢ Balance <
F] Ace Supply

R Bl 01182015 2084 20000 - Accounts Payable 126.00 128.00 4
s Bl Pmt -Check 0112012015 324 20000 - Accounis Payable -123.48 252

L Digcount HR202015 324 20000 - Accounts Payable -2.52 400

g Bl 02/0872615 2085 20000 - Acceunts Rayable 360.00 380.00
B Pmt -Check oznoz2is 8002 20000 - Accounts Payable -352.80 T.20

i Discount 021042015 8002 20000 - Accounts Payable -7.20 0.00

Total Ace Supply

Kelliz Distributing

Bl 0172912015 5055 20000 - Accounts Payable 400.00 400 .00
0113012015 S055C - Accounts Payable -25.00
02012015 - Accounts Payable

Figure 4-58 Vendor Balance Detail Report

Transaction List by Vendor

The Transaction List by Vendor report shows all transactions associated with your vendors, even
if the transactions did not “go through” Accounts Payable (e.g., checks and credit card
charges).
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COMPUTER PRACTICE
Step 1. From the Reports menu, select Vendors & Payables and then select Transaction List
by Vendor (see Figure 4-59).
Step 2. Set the date fields on the report to 071/01/2015 through 03/31/2015.
Step 3. Close all open windows and click No if the Memorize Report message appears.
R N P N ST P T O [ PR A f,.;: T 3 = =
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Figure 4-59 Transaction List by Vendor report

Review Questions

Select the best answer(s) for each of the following:

1. You may record payments to your vendors by:

Recording a manual entry directly into the check register.

Using Write Checks to write and print a check without using Accounts Payable.
Using Enter Bills to record Accounts Payable and then using Pay Bills to pay open
Bills.

a, b, orc

2. To display the Vendor Center:

Click Vendors on the QuickBooks Home Page.,

Click the Vendor Center icon on the Navigation Bar.
Select the Vendor menu and then select Vendor Center.
a, b, orc.

‘ 3. You can add a vendor:

Only at the beginning of the fiscal year.

Only if you will purchase over $600 from that particular vendor and a Form
1099 will be issued.

Only at the beginning of the month.

At any time by selecting New Vendor in the Vendor Center.

4. Which statement is true?

QuickBooks records each Bill Payment in a bank account register (or credit card
account register) and the Accounts Payable register.

Bill Payments increase the balance in both the Checking account and the
Accounts Payable account.

You should assign Jobs to all discounts taken.

You cannot make partial payments on a Bill.
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5. Which QuickBooks feature allows you to separate your income and expenses by line of
business, department, location, profit center, or any other meaningful breakdown of

your business?

a)  Job costing.

b)  Class tracking.
c) Customer types.
d)  Vendor types.

Expenses-Problem 1

APPLYING YOUR KNOWLEDGE

| Restore the Expenses-12Problem1.QBM file,

1. Activate Class tracking in the data file.

2. Add a new vendor to the Vendor list using the data in the table below. Fields that are
not provided below can be left blank.

Field Name

Data

Vendor Name

Prado Photography Services

Company Name

Prado Photography Services

Mr./Ms./... Ms.
First Name Joy
Last Name Prado
Name and Address Prado Photography Services
Joy Prado
755 Market Ave.
Castro Valley, CA 94500
Contact Joy Prado
Phone (310) 555-1414
Email joy@pradophoto.biz

Print on Check as

Prado Photography Services

Account # 89766-46

Vendor Type Consultant

Terms Net 30

Tax ID 111-22-3333

Check Box Vendor eligible for 1099
County Alameda

Account Prefill

Professional Fees

Table 4-2 Use this data to enter a new vendor

3. Print the Vendor List. (From the Reports menu, select Vendors & Payables and then
select Vendor Contact List.)

4. Enter check #331 directly in the Checking register on 01/12/2015 to Carl’s Hardware
for $325.00. Use Quick Add to add the Vendor. Split the expense to $125.00 for Office
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Supplies for the San Jose store and $200.00 for Repairs and Maintenance for the
Walnut Creek store.

5. Using Write Checks, enter a check (te be printed) to Orlando Properties, dated
01/12/2015 for $1,500.00, for Rent at the San Jose store. Make the check printable, but
don’t print the check.

6. Enter Bill #1500 from Nellis Distributing on 01/18/2015 for $922.00 with Terms of Net
15. The Bill is for the purchase of supplies for the Bob Mason job, so code the Bill to
Cost of Goods Sold. Bob Mason is a customer in the San Jose store, so link the cost with
the appropriate Job and Class.

7. Enter Bill #3453 from Sinclair Insurance on 01/19/2015 for $1,220.00 with Terms of
Net 30. Code the Bili to Insurance Expense. Allocate 100% of the cost to the San Jose
store.

8. Create and print an Unpaid Bills Detail report dated 1/20/20185.

9. Pay all of the Bills due on or before 02/28/2015. Pay the Bills from the Checking
account on 01/19/2015. Make the Bill Payments “printable” checks.

10. Print all of the checks that you recorded with a “to be printed” status. Print them on
blank paper and start the check numbers at 6001.

11. Enter a credit card charge on the National Bank VISA card from Bay Office Supply
(Use Quick Add to add the vendor), reference #1234, dated 1/25/2015. The purchase was
for $57.75 for office supplies for the Walnut Creek store.

12. Enter Bill #4635 from Ace Supply on 01/25/2015 for $1,440.62 with terms of Net 30.
Code the Bill to Cost of Goods Sold since it was for supplies for the Ron Berry Job. Ron
Berry is a Customer at the San Jose store. Keep the default terms for Ace Supply.

13. Enter a Bill Credit from Ace Supply on 01/30/2015 for $450.00. Use reference number
4635C on the credit. Code the credit to Cost of Goods Sold and link the credit with the
Ron Berry Job and the San Jose Class.

14. Apply the credit to Bill #4635 and pay the remainder of the Bill on 01/30/2015 using a
printable check.

15. Print check #6005 on blank paper.

16. Print a Vendor Balance Detail report for All transactions.
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